This tutorial guides you through making a payment through Workday with the new
payment processor Campus Commerce.
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1. Introduction

You will learn how to navigate the system, enter required information, and complete
your payment plan setup. Log into your Workday account via the sso.marymount.edu

site.

2. Open Main Menu

From the main Workday menu, click the MENU icon to access the main navigation
options.
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3. Access Financials Hub

Scroll down and click on the Financials Hub to open the student financial management
section of Workday.

4. Select Make a Payment

Click the Make a Payment button to begin the payment process. This button will be
used if you want to make a one time payment, or, if you want to set up a payment plan.
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5. Confirm Payment Action

Click OK to confirm your intent to make a payment. This will redirect you out of the
Workday platform, to our partner site, Campus Commerce.

6. Switch To Okta Portal

The first time you try to access the payment partners website from within Workday, you
may be asked to reauthenticate using Okta. Enter your Marymount University user
name and password to proceed.
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7. Choose SMS Code Delivery

Click Receive a code via SMS to get your verification code.

8. Enter SMS Code Part

Enter your SMS verification code.
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9. Switch To Campus Commerce
Once authenticated, you will be switched to the Campus Commerce site to continue
making a payment. The first time you use Campus Commerce, you will be asked to set

up your account. Your first and last name will auto populate on the screen. Scroll down
the page to enter your personal address information.

10. Enter email and phone numbers

Scroll down and enter your primary email address and at least one phone number, to
ensure there is contact information.
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11. Click Next Button

Click Next to proceed with creating your account with Campus Commerce. You will not
need to enter this personal information the next time you login.

12. Finale steps to create your new account

Enter a four digit pin or security code as requested. You need to remember this code for
future logins to the payment system. Continue filling out the form, choosing two security
questions and answers. Again, you will need to remember this information for future
logins to the payment system.
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13. Submit Security Information

Click Submit to save your security questions and answers.

14. Initiate Payment Process

The main Campus Commerce screen displays your charges for the semester in real
time. Your total charges can change if new charges or charge adjustments are made
during the payment period. Click Make a Payment to start entering your payment

information.
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15. Select Student Account Balance

Click the student account balance for Fall 2025, to view balance information. You can
enter the total balance or enter a custom amount for payment.

16. Proceed To Payment Method

Click Next - Payment Method to continue to selecting your payment option.

9|Page



17. Choose Payment Type

You can make a payment with a personal bank account or with a Credit / Debit Card.
Select your payment method here. In this example, we will make a payment with a
credit/debit card.

18. Open Card Number Field

Click the fields to enter your credit or debit card number, card named account holder
and the expiration date.
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19. Turn On Save Card Feature

Scroll down the screen to see your billing information. Update the information if you
need to. Enable the option to save your card information for future payments. Then click
on the SAVE and CONTINUE button.

20. Pay Now

The system will calculate the service fee due based on your payment method. Review
the payment amount and service fee amount and click on the PAY NOW button to

proceed.
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21. Print and Return to Home
Click on the PRINT button to obtain a copy of your payment receipt. When complete,

Click on the Proceed to Home button to be returned to the main page for Campus
Commerce.

22. Return to Workday

Click on the SIGN OUT icon, to be returned to the Financial Hub page within Workday

You have successfully completed a payment using Campus Commerce through
Workday. Verify your payment details in your Workday account dashboard to ensure
everything is processed correctly. For further assistance, please contact the Student
Accounts team at saccount@marymount.edu.
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